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) Exccuiive Registry
COMPTROLLER GENERAL OF THE UNITED STATES

WASHINGTON, D.C. 20048 T TS 72 g \
Dofs ¢7-5721

'B-162167 November 2, 1967

Dear Mr. Helms:

I have your letter of October 3, 1967, forwarding for my approval,
in accordance with section 9 of the Records Disposal Act of July 7,
1943, 44 U.S.C. 374, a proposed financial records retirement program
covering various records of the Central Intelligence Agency. Under
the proposed program, you would effect dlsp051t10n of the related re-
cords pursuant to the standards set forth in the schedule after con-
ducting your own audit of accounts.

Since these standards are generally patterned after retirement
standards for similar records approved for other departments and agen-
cies, I concur in their adoption.

- Sincerely yours,

y

Comptroller General o ;
of the United States ‘

The Honorable Richard Helms : .
Director, Central Intelligence Agency |
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ORIGINAL FINANCIAL RECORDS RETIREMENT SCHEDULE

Description of Records

I. Original Headquarters and field collection
and misceilaneous disbursement records, '’

a. Original collection and dishursement
records including Washington and
field statements of transactions,

. supporting vouchers, schedules,
receipts, authox:izé.tions, and
related papers exclusive of freight,
transportation and payroll records,

2. Criginal Hcadquarters and field payroll
recnrds pertaining to salary and allowance '
payments to Agency employees,

a. Individual pay card ox equivalent,
reflecting detailed pay, deductions.
and service records,

b. Origiral payroll vouchers for indigenous
employees. (Individual pay cards not
maintained.)

¢. Original payroll vouchers and bond
schedules for Headquarters personnel

and FBIS U. S. Citizen field personnel.

{Individual pay carc or equivalent
maintained. )

[«%

of pay and earning records.
(1) Pay or fiscal copy.
{a) Final leave record showing

accumulated leave on
separation.

Leave records, maintained independently

Disposition Instructions

Destroy 12 years after the
period.of ths account.

\

Destroy 56 years after date

., of last entry on card.

Destroy after 56 years from

dates of the accounts in
whicli they were submitted.

Destroy 12 years after the
period of account in which

‘they wers submitted.

e QC-/:-) N

Destroy 10 years after last

entry on card.
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(b) All other pay or fiscal copies.

¢. Time and attendance reports, notifica- -

+tion of personnel actions (exclusive of
thoge in Official Personnel FFolders),
payvoll control registers and payroll
change slips.

5. (Jri? tnal Headquarters and field transporta-
- tiva and freight records.

4. Contracts
a. Qriginal numbered contracts and
letters of agreements on negotiated
contracts covering general Agency
procurement.
5. Personal Service Contracts
2. Personal service contracts for
experts, consultants and part-
time employees.

5. Accounting Records

a. General Accounts Ledgers

2. Allotment Records

- Approved‘F‘or(%elease 2006/04/13 : CIA-RDP72-90{J38R000100260019-2 -

Disposition Instructions

Destroy 3 years aflter audit
of related pay records.

Deastroy 2 years after audit
of related pay records.

e ereened
Retain for 4 years after the period
of account. Freight or passcnger
transportatlon vouchers which hav
become involved in litigation or ar
other condition that requircs the .
voucher to be retained beyond the
4 year retention period should be ‘

. retained for 10 years after the

period of the account.

Destroy 12 years after the
end of the fiscal years in
which the contracts were
stored in the Agency (CIA)
Records Center.

Destroy 12 y ‘ars after the ead
of the fiscal year in which the
contracts were stored in the

Agency (CIA) Records Center,

Destroy 10 years after close of
fiscal year involved.

Destroy 10 years after close .
of fiscal year involved. '
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i

8 May 1968

MEMORANDUM FOR: Deputy Director for Plans
SUBJECT: Financial Records Retirement Program

REFERENCE: Memorandum from the Director of Finance
to the Deputy Director for Support
dated 29 March 1968.

1. This Staff fecls that it needs the retention
of travel accounting records (PCS and TDY), operational
entertainment and expense vouchers, leave records,
field transportation records and personal service
contracts on a relatively long term basis in order to
effectively carry out its responsibilities in highly
important sensitive counterintelligence cascs.

2. The frequcncy of rcquests for searches of the
financial records is not a substantive basis for judging
value of the records. The financial records permit
detailed reconstruction of travel and assignments
impossible to obtain from any other records in the
Agency. The operational files permit only the recon-
struction of the operational activity without reference
to other actions on the part of staff, staff agent, and
contract personnel which becomes highly important in
cases involving operational security as to such personnel.

3. We feel that a thirty year retention period would
be more realistic than 12, 20 or 56 mentioned variously
in reference document., If we should have a case comparable
to that of H.A.R. Philby, we could very well wish to re-
search activities extending that far back in tim .

25X1

Ames Angleton
Chief, Couirter Intelligence Staff

Distribution:
Original § 1 - Addressece

Attachments:
Memo from Dir. of Finance
with attachments thereto.
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MEMORANDUM FOR:. Dizector of Fizance

SUBeCT ! Fioanclal Recerds Retirement Program

o i. 1om remming the prepocal which (ho Cifice f Financs madd on
o : 29 Meorch 1938 with regerd o the reicntion of cortaln Agency records which ;
! h.c!ud. payroll vez v‘ncharc for tzdigencus employces. - "

Lo 2. Tho Office of Securt 1y ecacurred In tho proposcd retentien of

o weive }'C:Sfﬁ from a sci:u.’ri&y sandpolny, bul tho Dopety Dlrector for Plans
syggosted @ compx’omie@ period of rawention of tlsty yeoars, Subssquant

v : 4 o the ropiies from the Office of Sccurity cad tha DD/2?, the Ageacy Rocords
oo Adminiatratica Officor and the Olilce of Concral Counsel have lndlcated that
;! . A Lore con be no alternative to the sorting cut of payroll records of indigensus
Lo poresnnal if a re*:eatien paricd 0f less than 56 yoars s to be ap pl%ed 1o the

; remalning records.' It z':.ay be ghae sortiag of this matoria 1 2 an fropertant
pazrt of u-ﬁ overall ecreealing of records, which e to Lc aksa withia tha

next fow weTis.

) P 5 i
W of tha ea} tlone of ths GOC ond o Rocsrds Acmials?zaticn
IS IR, O - Ky 5 &
L can uﬁ SPREOVS tho i adation i oo attachod momorandum

. B PSP
1IN OEZZI U0

G'vi ica ¢f cur proc
mucg bo h”!d for &ifizrant poriods of time,

HCONCUR: : ) 2. L. Danae

_ . Q. L. Basnormsa
5X1 - /] [OGC, 8/22/638 Boputy Director

A\.g . ’ . )

Mozno ¢ad 29 Mu* 63 o DD/S £z B/C2, 2amd eub)

SPA-DD/S:HM:bul (19 August 68) o

- Distribution: ' ' 7 ) ‘

o - Orig & 1 - Adse w/O &§ of att (DD/S 68-1669) with own ats 3
: DD/S Subject w[,d ate ' r _ j

- DD/S Chrono w/o aw - '

1
1 .
1 - SPA Chron() w/o att : :
@, Ch, 55Swfoast: I

L}
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